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MINUTES OF STAFF MEETING
ADMINISTRATIVE STAFF CEIEFS

T December 1953

25¥1

1. reviewed the status of the work of his Staff. Since 31
July 1953 a total of 48 administrative plans have been completed. The Staff
hes from 40 to 50 plans pending for current projects. In addition, numerous
projects which have been functioning for relatively long periods of time are
still operating without bemefit of formal administrative plans. The size of
the Staff is too small Por it to keep sbreast of the work load. In some in-
stances case officers are able to prepare drafte of plans; such assistance from
case officers is weinly possible in connection with plans for the older projects
where the job involves primarily the confirwastion of existing administrative
arrangements. Colonel White said he was fully in accord with the policy of the
Staff to give priority to new plans over those which pertain to the older, going
projects, but he considered it essentisl to work out some solution to teke care
of old projects and eliminate the backlog. If necessary, he seld he would
,approve the detail of personnel from other offices %o aid the Staff overcome
ite backlog. He requested that representatives of offices which participate
in drawing up a plen be authorized to commit their offices, and that only
offices having direct interests should be asked to participate.

2. Colonel White discussed the policy amnounced by the Director for main-

" taining staffs on duty during the Saturdays followlag Christmas and New Year's
Dey. As an intelligence agency, the CIA must continue to functlon and to respond
to any tasks it way be called upon to handle. The size of the staffs to be on
duty on these days may be reduced from the usuel Saturday arrangewent to what-
ever extent is still comsistent with the principle stated above. In summary,

the persomnel to be on duty on these days mey be somewhat less than the normal

. Saturday eteff, but the coverage of functions should be substantially wider

than is provided by present Sunday duty plans.

3. Colonel White called attention to the need for Office Heads to be
availeble for call on Satuwrdeys, or certainly to provide for such arrengements
as will ensure that necessary action can be teken by their offices, as requivre-
ments for such action way develop. A duty officer remwains in the Office of the
DD/A on Saturdsys for as long as the DCI or DDCI are at their offices. Duty
officers of DD/A offices should clear with the Office of the DD/A before leav-
ing on Ssturdays to make reasonably sure that they will not be called upon for
assistance after they have left.

4. Colonel White stated that the Director wants to cell upon Agency offices

in accordance with a plan to set aside one afterncon each week for this purpose.
DD/A offices should be ready to receive the Director promptly after notification
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that they are on the schedule for such a visit. If it is felt that his visit
ghould be timed so that he can see a particulsr sctivity or operation, the
A-DD/A should be notified.

5. Colopel White and Mr. Houston discussed budgetary developments. The
Bureau of the Budget is recommending a budget for CIA for FY55 which corresponds
to allotments wade for FY5h.

6. Colonel Wnite sald that he hoped thet all offices in the DD/A area
would cooperate with the Inspector Ceneral in the exercise of his funttions.
The availability of the Inspector Genmeral to hear the problems of employees
does not in any way relieve individual supervisors of their normal responsibili-
ties for doing whatever ie within their weans to eliminate factors causing efi~
ployee dissatisfaction. Office heads were requested to take steps to correct thoss
supervisors who are inclined to refer their employees to the Inspector General
without themselves attempting to adjust their emwployees' problews. This is mot
to be construed, however, as discouraging referrals to the Inspector General
where an employse specifically wishes to by-pass his superviscr.

7. The continuing need to improve the guality of regulatory material was
atreseed by Colonel White. Epecifically, offices originsting regulations should
evoid the use of language which is understood ounly by the subject maiier speclel-
ipte. Since regulatory issuemces exist to guide people who ere not familier
. with the subjects covered, it 1s clear that it wust be easily understood. Acdi -
tionally, there is wids opportunity to do better editorial work om Agency regu-
lations.

8. Colonel White announced that the Motor Poocl would be transferred from
the General Services Office to the lopgisties Office, effective 14 Deceuwbar 1953.
On & gradual basis, cars now assigned to individusl Agency offices will be trans-
ferred to the pool.

9. Colomel White expressed the bope that there would be applicatiouns from
within DD/A offices of persomnel for attendence at the Hervard Graduste Bchool
of Businese Adwinistration course ip Business Menmgement. The course is of three
months' duration, beginning February 195k.

10. Recent difficulties encountered because of the fallure to aotify an
applicant that no appointment could be offered, desplte the fact that no appro-
priate vacencies existed, were discussed by Colonel White. The problems erising
in this case Gewonstrated the need for supervisors to refrain from making any
commiitments with applicents concerning reporting for duty and related matiers.
These aubjects are to be hawiled exclusively by the Personnel Office.

11. Colomel White said that Mr. Houston would be Acting Deputy Director
(Administration) during hie absence from 14 Decenber 1953 through 2 January 1954 .
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